GDPR Guidance 2025
Erlestoke Parish Council - GDPR Guidance for Councillors
1. Introduction
Councillors regularly handle personal data as part of council business. This guidance explains how to manage information safely and lawfully.
2. Types of Personal Data
Personal data may include
• names
• addresses
• email addresses
• telephone numbers
• financial information
• photographs
3. Key Principles
When handling personal data councillors must ensure that data is
• used lawfully and fairly
• collected only for council purposes
• kept accurate and up to date
• stored securely
• not kept longer than necessary
4. Email Use
Councillors must use their official council email accounts for council business.
Personal email accounts should not be used for council correspondence.
Emails containing personal information must only be sent to relevant recipients.
5. Handling Documents
Documents containing personal data should
• be stored securely
• not be shared unnecessarily
• not be left in public places
• be deleted when no longer required
6. Publication of Information
Minutes and council documents published on the website must not include unnecessary personal information.
Sensitive personal data should never be published.
7. Reporting Concerns
If a councillor believes that personal data has been lost, shared incorrectly, or accessed without permission they must inform the Clerk immediately.
This comes from advice produced for councillors by
• National Association of Local Councils
• Society of Local Council Clerks
• the Information Commissioner's Office


